ND GRANTS QUICK REFERENCE GUIDE

Requesting Organization Access

Quick Reference Guides (QRGs) provide step-by-step instructions to assist you in using the
Non-Disaster Grants (ND Grants) system. This QRG describes how to request organization
access to an existing organization in ND Grants.

Introduction

Once you have created an ND Grants system user account, you must either request access to an existing
organization, or create a new organization. If the organization has already been created, you must submit an
Organization Access Request to access the organization’s applications and awards. Please do not create a new
organization if there is an existing one in ND Grants. To request access to an organization, you must be an ND
Grants user.

Step 1

Under the Administration dropdown, click the Request Organization Access link.

ND Grants €) Pending Tasks v Applications ~ Granis ~  Administration ~

\]\/( '—‘\l ’k% Request Organization Access @ ]J’ E?:i.l ‘ mﬁ:\%

Review Organization Access Requests

Logged in as: ndg_grantee3

Figure 1. Click Request Organization Access under the Administration dropdown on the ND Grants homepage
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Step 2

Find the organization to which you want to request access by clicking the dropdown and typing in the name. Do not
select an inactive organization.

Request Access to Organization

" cancal | save

Organization

Organization Select an Organization I N I

‘ 00D test x Q |

000 testorg

Figure 2. From the Request Access to Organization page, search for your organization

Request Access to Organization

Organization 001 Organization CN5 is inactive.
User Roles Please verify thal no aclive versions of your organization exist before requesting access o this version

Organization names in ND Grants may differ from the name listed in SAM. If you cannot find the name thal appears in SAM in the dropdovm menu, please search using

Access Request a keyword and select your organization from the search resulls.

If no active version of your arganization exists, you must request the Organization Administrator role. You will be able fo acfive this organization after your access

Cancel | Save request has been approved

Organization

Organization 001 Organization CNS x | Q
Legal Name 00 ‘ Q
Employer Identification Number 12| 001 Organization CH1
(EIN) 001 Crganization CN2
DUNS Number ~ 12{ 001 Crganization CH3
UEI Number 001 Organization CH4
001 Organization CNS.
Mailing Address 12
cn| 001 Crganization CNG
UN 001 Tribal Affairs of Virginia
Existing Roles 0| 091 Umiversity of Educaton
Aul 002 Dam Maintenance -
o
Grant Witer

Financial Specialist

Figure 3. Selecting an inactive organization causes an error message to appear

Note
= |nactive organizations will appear greyed out in the dropdown menu. If an inactive organization is selected, a red

warning box will be displayed stating the organization is inactive and to verify that no active versions of the requested
organization exist

Learn more at fema.gov October 14,2022 2 of 4



REQUESTING ORGANIZATION ACCESS

Step 3

Select the roles you need for the organization by clicking the checkboxes next to each role. Please refer to the ND
Grants User Roles QRG for role definitions and explanations. Then click the Submit button.

Organization

User Roles Organization

Access Request |
Organization 000 test-org x |»| Q

Cancel Save
Legal Name 000 test-org

Employer Identification Number ~ 18-1234567
(EIN)

DUNS Number 123456789
Mailing Address 250 Mayn Strayt
Testing 311
Clarenden, Virginia 22222-7777
UNITED STATES

Existing Roles Mo Existing Roles for this Organization

Roles Requested

W] Organization Administrator W] Authorized Official
El Grants Administrator ﬁ Grant Writer

] Financial Specialist
Figure 4. Click the Submit button once you have selected your roles on the Request Access to Organization page

Update Organization Access Request

Organization Organization access request successfully submitted
User Roles

Access Reguest

Organization

Cancel
Legal Name 000 test-org

Employer Identification Number  13-1234567
(EIN)

DUNS Number 9999995999
Mailing Address 1 testrd
testville, Maryland 20735-9999
UNITED STATES

Existing Roles  Grants Administrator
Grant Writer

Financial Specialist

Figure 5. The Update Organization Access Request page will feature a confirmation message upon successful submission
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Step 4

To view submitted Organization Access Requests, under the Administration dropdown click the Review Organization
Access Request link. Navigate to the Pending Access Requests tab and click the View Organization Access Request

icon.

Organization Access Requests

Review Access Requests Pending Access Requests
| 10 | records per page Showing 1 to 1 of 1 entries {filtered from 13 total entries) Search: | Q00| x ]
4 Legal Name Roles Requested Status Action
000 test-org Authorized Official,Finandial Specialist, Grant Writer,Grants Administrator Pending Review

Figure 6. Click the View Access Requests icon to view pending organization access requests

Note

= |f the previous Organization Administrator has left the organization, you can forward the Organization Access
Request to the Program Manager for approval

Questions?

For additional assistance, please contact the ND Grants Service Desk. For programmatic or grants management
qguestions, please contact your Program Manager or Grants Specialist.
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